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To: State Leadership Team
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Subject: Arizona Student Career Experience Program - Tuition and Travel Reimbursement
Purpose: The purpose of this policy is to help defray "out-of-pocket" costs to students and to
help defray costs in temporarily relocating to perform work at a BLM work site away from the
geographic location of the student's home/school.

Background: In order to promote a successful Student Career Experience Program (SCEP)
which attracts and retains a high quality and diverse workforce, BLM Arizona is establishing a

state tuition and travel assistance reimbursement policy.

Policy/Action: 1. Tuition and Fee Reimbursement:

Tuition assistance up to $3,000 a year may be granted by the employing State or Field Office
organization for paid expenses directly related to employment over and above grants,
scholarships, and any other private or public assistance. The BLM assistance only covers the
following: tuition and matriculation fees; library and laboratory services; materials and supplies;
and purchases and rental of books.

Students may request reimbursement by completing a "Student Career Experience Program
and Tuition Fee Reimbursement Agreement" (attached) and "Claim for Reimbursement for
Expenditures of Official Business," Standard Form 1164. By accepting tuition assistance from
the BLM, the student is required to continue employment with the BLM after graduation for a
period of time equal to the time the tuition and fee assistance was received. The agreement
should be signed by the student to document the acceptance of the agreement and signed by
the student’s supervisor. The completed agreement must be sent to Ceci Sturm, EEO
Manager/SCEP Coordinator, for filing in the Official Personnel Folder.



2

2. Travel and Transportation Prior to Conversion to Career/Career Conditional Appointment:

If a student is attending an educational institution that is within commuting distance of his/her
BLM work site, no travel or transportation costs will be paid. If the student is from outside the
normal commuting area, BLM Arizona will pay for travel costs associated with round-trip travel
each time a student commences and completes a work period and travels back to school.
NOTE - This policy does not include per diem and mileage while the student is at his/her normal
work site.

Students traveling to and from their school or residence to their BLM Arizona duty stations and
back again are to be issued temporary duty travel orders. It is the responsibility of the student's
receiving office to issue the necessary travel orders prior to the date of travel.

When a student is beginning a work period (new student or returning student), the receiving
office will have airline tickets issued allowing sufficient time to get the tickets to the student.
Students who choose to drive their privately-owned vehicles to and from their temporary work
assignments are to be reimbursed at the rate of 34.5 cents per mile.

3. Travel and Transportation Upon Conversion to Career/Career Conditional Appointment:

Students who have completed their college requirements and are being converted to a
permanent career/career conditional appointment are to be reimbursed for their travel and
transportation of household goods at rates as established in the Federal Travel Regulations for
first duty station. Payment of travel and per diem will be paid only for students being converted
to permanent positions in Arizona.

The following expenses will not be paid: An advance house hunting trip; allowances for
expenses incurred in connection with real estate transactions and expired leases; temporary
guarters or miscellaneous expenses.

The following expenses will be paid: Transportation and per diem en route for the employee
(but not members of his/her family); movement of household goods; transportation costs only

for any family members. An approved travel authorization must be secured by the employee
prior to actual travel.

Time Frame: Immediate

Manual/Handbook Sections Affected: N/A

Contact: Ceci Sturm, EEO Manager/SCEP Coordinator, (602) 417-9218

Signed by: Denise P. Meridith Authenticated by: Lucy Ontiveros
State Director Staff Assistant

Attachments:

1 - Student Career Experience Program and Tuition Fee
Reimbursement Agreement (1 p.)



STUDENT CAREER EXPERIENCE PROGRAM
TUITION AND FEE REIMBURSEMENT AGREEMENT

The Bureau of Land Management will provide tuition and related fee assistance for students employed in
BLM's Student Career Experience Program (SCEP) in accordance with the following:

All grades - Not to exceed $3,000 per year

Tuition and related fee assistance will be granted for paid expenses directly related to employment OVER
AND ABOVE GRANTS, SCHOLARSHIPS, AND ANY OTHER PRIVATE OR PUBLIC ASSISTANCE.
(These expenses must be certified to as the student's "out of pocket" expenses by the educational
institution.) Any expense claimed must be substantiated by an original receipt. The assistance covers only
the following (any unspecified expenses are excluded):

- Tuition and matriculation fees

- Library and laboratory services

- Materials and supplies

- Purchase and rental of books

** travel and transportation issues are outside this agreement

In return for tuition and related fee assistance, the studentagrees to continue employment upon graduation
with the Bureau of Land Management for one month for every month of tuition and related fee assistance
received.

If a studentfails to continue his/her education, refuses an offer of permanent employment upon graduation,
voluntarily leaves the BLM before completing the period of obligated service, the student must reimburse the
Government for the tuition and related fees paid for educational expenses.

Any amount due the BLM as a resutlt of failure on the student's part to complete this agreement may be
withheld from any monies owed the student by the Government or may be recovered by such other methods
approved by law.

This agreement does not in any way commit the BLM to continue the student's employment. If for any
reason (otherthan misconduct or performance) the BLM terminates the appointment, the BLM will waive the
student's obligation for repayment.

Print Student Name Student Signature Date

Student’s Supervisor Date

| request tuition and related fee assistance. | have read and understand the provisions of the above
reimbursement agreement. The assistance is for the calendar year:

| do not wish tuition assistance.

Attachment 1



